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DEPARTMENT OF GENERAL SERVICES 
Records Management Division 

RECORDS RETENTION AND DISPOSAL SCHEDULE 

S C H E D U L E 
NO. 

C-481 
P A C E 
NO. 

ANNE ARUNDEL COUNTY HUMAN RELATIONS 
AG EN CY 

Item 
No. Description Retention 

CORRESPONDENCE 

F i les contain general information, l e t t e r s , dupl icate 
copies of memoranda d i s t r ibuted and received. 

ANNUAL REPORTS 

F i le Includes copies of the Commission's Annual 
Report which summarizes year-end a c t i v i t i e s and 
pamphlets ident i fy ing the structure of the Human 
Relat ions Of f i ce . 

MINUTES S SPECIAL REPORTS 

F i l e includes monthly minutes of Commission meetings 
and reports written on specia l projects . 

COMPLAINT CASES 

F i le contains cases of d i scr iminat ion f i l e d by 
county residents and are con f ident i a l . 

RETAIN FOR TWO (2) YEARS, 
THEN DESTROY. 

RETAIN FOR TWO (2) YEARS, 
THEN DESTROY. 

RETAIN eBR THREE (3) 
YEARS, THEN DESTROY. 

Schedule Approved by Department, 

Agency , or D i v i s i o n Representat ive 

Schedule Author ised ky 
Hol l of Records Commi s s i on 


